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Assessment Guidelines  

 

1. Log into ESS 

 

 

 

2. Open Inbox, far right, top corner, (pink colour signals / notifications).  

 

 

 

(See full screen below).  
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3. Click My Performance Items  
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4. Click on the review you want to open (choosing the actual assessment, in terms of names) 

 

 
 

5. Click on the first competency on the left. Read the header, competency to be assessed, 

Behavioural indicators of the competency, and the competency descriptor (under comments) 

and make a decision to score. Under the rating in red box. 

 

 Once you rate, the comments box is red, you cannot proceed until you have commented. 
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NB* -COMMENTS ARE MANDATORY  

For the purpose of fairness and growth, kindly put in your constructive comments to justify the rating 

you awarded, indicating the strengths and weaknesses, also areas of improvement.  

6. Tick the appropriate score, the red box disappears, summary gives you progress %. The cancel 

and save & close buttons are activated immediately. If you want to pause the assessment, 

click save and close, then continue at a later stage. The completed competency also spots a 

small circle with a green tick inside. 

 

Go to the next question and proceed with the assessments.  

 

 
 

7. Once the assessment is completed, click overall comment if you want to summarise the 

assessment. Attach any evidence if you so wish to. Click on submit button.  
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8. Prompt question if you are satisfied with the results or you want to revisit the assessment, 

click on applicable, yes will submit no will take you back.  

 

 

 

 

9. Yes, will give you to messages; review completed, review submitted. Then you are done. 

 

 

 

 

 

 


